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1. CIG Administrative Order 19, aJenl 7 August 1946, subject:

sy sty N, : ---civcod.

i
2, Effective immediately, Saturday, Sunday & Holiday duty will be
i\
\ . ] .
perferned by a duty officer and an assistant who will be detailed by
N

\,
gemarave nemoranda from time to time.. N,

3. Duty officers and their assistants v'\Lll be on duty from 03530 until
1700 on Saturdays, Sundays & Holidays. The ﬁlace of duty for the duty
officer wiil be Room 2165, _thc assistant will
bq in Rcom 2168. However, when the Secretary to the Dircctor is present,
the duty officer may take station in an,}{/."éther office of CIG and will be

nobificd by the Secretary when it is again necessary to take station in

koon 2165,

L. the duty officer will keep a q_wnature list of all persons entering

i

and leaving offices of CIG +in _, accept delivery of

Y

" N,
olassified end unclessificd material, accept visitors to any office of CIG ,
erigver ol calls coming in to Room 2165, and vill take such initiel steps

28 may he eppropriate in any case. iihien he deems it necessary, he will

Lalken.  The primaery function of the ’:scistén‘o to the duty officer will be

to. provide necessary clorlcal and o‘ocnograpnlc assistance.

5. The Assistant Directors of Of.‘flceu, Shief of ICAPS and Exccutive
for P&A will subnlt to the Secretary Lo the Director not later than 1200
heurs on the Friday pregeding Saturday d{r Sunday - duty, and not later than 1206
hours on the day preceding a holiday 'touz:\\o\{ duty ,a sténd—by list of two

individnals who can be contactcd, Lowethc,r with their homc address and- home

t:alephonc number. ‘ihere of;;ccs malnta'm a ful;l—tlme duty officer on

Saturdays, Sundays or Holidays, his name and te:léphone numbcr may be sub-

\

S _ { _ .
mitted in. licu of the above.. The Secrctary to {thc Dircetor will t.hcn place
these addresses in the duty oi‘flccr's book vrbléh will also :mclud\, a list

of . 3..1.1 p"w‘ons ontcrlng ofi':.cos on oa’ourdays ; one copy of CIG Adrunl trative

& _ one copy of CIG Sccurlt.f Rccula%{lons s RESTRICTED pcrsonnc],

routcrs, and necessary teleohonu dlructomcs.~ : .
-RDP81-00728R000100050043 2

the proper person relative to urgent/matters so thal action may be
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~individual concerned consistent with Civifg Service regulations,

i

RESTRICTED
" Approved For Release 2001/05/01 : CIA- RDP81-00728R000100050043-2

6. The duty officer or his assistar}i*f will ?‘eport to the Secretary to
the Director, Room 2165, at 1600 houvs/ on the Friday preceding Saturday and
Sunday duty or on the day preceding holiday duty to be briefed relative to
the use of telephones and to rcceiirvc any special instructions rclative to
the Dircctor's office. , .

T« Duty officers and assistanté\arc authorized to exchange tours of
duty with other sppropriate personne\l\; however, responsibility rests with
<the individual detailed to report to ‘c\,l}o Executive for P&A by 1200 hours on
TFriday preceding the tour of duty the n."a',‘me of the person to relicve him.

80 The duty officer will make a thorzgugh security check at 1700 hours

25X1A |

of 211 offices in the hat have been opened

during the day in compliance with paragx:faph 10, Securilty Regulations, CIG. 25X1A
Any person who enteors his office in the}_or
purposes of work on Saturdays, Sundays",“; or Holidays will notify the duty
officcr, who for security purposes, Vu:ibll list the arrivals and departures
in the duty officer's booke
9. The duty officer's hook will 5;ontain nothing highor than RESTRICTED

material and at the complction of c}éch tour of duty, will be left on the
desk of the Secretary to'the Direc‘bfbr in Room 2165 after which the room will
be locked.- Ali other classified maiizerial will be placed in the duty officer's
perscnal safe at 1700 hours on the élaj of duty and turned over to vcntral
Records for distribution by O8L5 the followmg normal work days.

10. A}l civilian personnel who arc @gtalled for this duty will be

g:t;ven connpcnsato}y time off or will be p:a..id overtime as elected by the

25X1A

¢ . Colonel,
Executive for Personnel
I
{  and Administration

25X1A

w”
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CENTRAL INTELLIGENCE GROUP

C.I.G. ATMINTSTRATIVE ORDER NO. 25X1A
. 25X1A
sarornay, swpay ¢ vourosy oory, |GGG
‘ 25X1A
io CIG Administrative Order ated 7 August 1946, subject: 25X1A
S atur: Aoy Dutyr, is rescinded. .
2. Effective immediately, Seturday, Sunday & ’lolwvr duvy will be
perferned by a duty officer and an assistant who will be detailed by
seoarate memoranda from timz to time. .
3¢ Duty officers and their assistants will be on dul ty from 0830 until
17C0 on 8aturdays, Sundays & Holidays. The place of duty for the duty 25X1A
officer wiil be Room 2165, _ the assistant will
bz in Hsem 2168.  EKowever, when ’ther Secretary to the Director is present,
the duty officer may take station in any other office of CIG and will be
Ackified by the Secre‘c}ary when. it is again necessary to take station in
Leon 2165,
L. the duty officer will keep a signature list of all persons entering 25X1A

classiried and unclassificd material, accept visitors to any office of CIG s
chover olll calls coming in to ‘Room 2165, and will take such initial steps
s M2y ©e gppropriate in any caée. then he deems it necessary, he will
rm‘bif;r the proper person relative to urgent mattors.so that action may be
Lslkian. E“hc’ primary function of the assistant to the duty officer will be
: ‘ to provide necessary clerical and stenographic assistance.
5. The Assistant Directors of Offices, Chisf of ICAPS and Executive

for PA will submit to the'Secreteiry to. the Director not later than.1200
o | heurs. on the.Friday pregeding Saturday or Sunday duty, and not 1aterkthan 1206
hours on the dey preceding a holiday tour of duty, a stand-by list of tawo
nmv‘"ualo who can be contac‘ocd, together with their home address and home
t,:n.lephone number. here offices maintain a full-time duty officer on
Saturdays, SU.I.)dE’.,’/‘S or Holidaé*[é, his name and telephone number may be sub-
mitted in licﬁ of the above. The ASCcrotarv to the Dirdctor will then place

thbsc$ advciros ses in the riut,‘,f oi‘flccr's book whlch vrill also. 1nc1udu, a l.Lst » ‘
of all jols] rsons cntcr:.nr ofi‘lcos on oaturdays » one copy of CIG - Adm:.nlstram.ve- : ,_25X1A‘

OI‘LK‘I‘- ono copv of CIG . oucurlty Regulatlons, RD""’RIClFD pc:x aonn L‘
-irmw,eobﬁdr Bewés@s}oueﬁmmﬁw@ﬂ?&%eﬁwooo100050043~2 ' o
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6. The duty officer or his assistant will report to the Secretary to

the Dircctor, Room 2165, at 1600 hours on the Friday preccding Saturday and

Sunday duty or on the day preceding holiday duty to be briefed relative to

the use of telephones and to reccive any special instructions relative to
the Diiector!'s office.

Te Duty officers and assistants arc authorigzed to exchange tours of
duty with other sppropriate peréonnel; however, responsibility rests with
the individual detailed to report to the Executive for P&A by 1200 hours on
Friday preceding the tour of duty the name¢ of the person to relicve him,

8» The duty officer will make a thorough security check at 1700 hours

of all offices in thc_ that have been opened

25X1A

-during the day in compliance with paragraph 10, Sccurity Regulations, CIG. 25X1A

Any person who centers his office in t‘no_ for

purposes of work on Saturdays, Sundays, or Holidays will notify the duty
officer, who for security purposes, will list the .arrivals and departurés
in the duty officer's booke.

9« The duty officer's book will contain nothing higher than RESTRICTED
material and at the completion of cach tour of duty, will be left on the
desk of the Sccretary to the Director in Room 2165 after which the room will
be locked. All other classified material will be placed in the duty officer's
perscnal safe at 1700 hours. on the day of duty and turned over to Central
R-cords for distribution by 08L5 the following normal work day;

10« A1l civilian inersonnel who are detailed for this duty will be

-g:'-.ven compensatory time off or will be paid overtime as elected by the

individual concerned consistent with Civil Service regulations.

25X1A

o.Lonel,
Executive for Personnel
and Administration
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25X1A

c.
25X1A SATURDAY, SUNDAY & HOLIDAY DUTY, _
25X1A

l. CIG Administrative Orde. dated 7 August 1946, subject:

25X1A "Saturday Duty,mn rescinded.
‘ 2. Effective lmmediately, saturday, sun ay & Holiday duty will be

performed by a duty officer and an assistant who will be detailed by

separate memoranda from time to time.

3. Duty officers and their assistants will be on duty from 0830 until
1700 on Saturdays, Sundays & Holidays. The place of duty for the duty
officer will be Room 2165,_ the assistant will

. be in Room 2168. However, when the Secretary to the Director is present,
the duty officer may take station in any other office of CIG and will be
notified by the Secretary when it is again necessary to take station in
Room 2165. ’

4. The duty officer will keep a signature list of all persons entering

and leaving offices of CIG i_ accept delivery‘of

classified and unclassified material, accept visitors to any office of CIG,

25X1A

answer all calls coming in to Room 2165, and will take such initial steps
as may b_é appropriate in any case. \hen he deems it necessary, he will
notify the proper person relative to. urgent matters so that action may be
taken. The primary functiomn of the assistant to the duty officer will be
to provide necessary clerical and stenographic assistance.,

5. The Assistant Directors of Offices, Chief of ICAPS and Executive
for P&A will submit to the Secretary to the Director not later than 1200
hours on the Frlday preceding Saturday or Sunda?r?‘r:nd not later than 1200

hours on the day preceding a holiday tour of duty, a stand-by list of two

-1l -
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individuals who can be contacted, together with their home address énd home
telephone numBer. Where offices maintain a full-time duty officer on
Saturdays, Sundeys or Holidays, his name and telephone number may be sub-
mitted in lieu of the above. The Secretary to the Direntor will then place
these a.ddregses in the duty officer's book which will also include a list

of all 'peréons entering offices on Saturdays, one copy of CIG Administrative

25X1A

Order -ne oopy of CIG Security Regulations, RESTRICTED personnel
rosters, and necessary ‘telephone directories.

6. The duty officer or his assistant will report to the Secretary to
the Director, Room 2185, at 1600 hours on the Friday preceding Saturday amd
Sunday duty or on the day preceding holiday duty to be briefed rela’civg to
the use of telephones and to receive any special instructions relative to
the Director!s office.

7. Duty officers and assistants are authorized to exchange tours of
duty with other appropriate personnel; however, responsibility rests with
the individual detailed to report to the Executive for P&A by 1200 hours on
Friday preceding the tou;' of duty the name of the person to relieve him.

8. The duty officer will make a thorough security check at 1700 hours

during the day in compliance with paragraph 10, Security Regulations, CIG. 25X1A

Any person who enters his office in the for
SonoRYS 0 ]
purposses of work on SaturdaysAwill notify the duty officer, who for security
purposes, will list the arrivals and departures in the duty officer's book.
9.  The duty officer's book will contain nothing higher than RESTRICTED
material and at ‘the completion of each tour of duty, will be left on the

desk of the Sécretary to the Director in Room 2165 after which the room will

be locked. All other classified material will be placed in the duty officer's

» personal safe at 1700 hours on the day of duty and turned over to Central

Records for distribution by 0845 the following normal ﬁ'ork daye.

\

-2 -
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10. All civilian parsonnel who are detailed for this duty will be
given compensatory time off or will be paid overtime as elected by the

individual concerned consistent with Civil Service regulations.

_ 25X1A
Colonel, ~gi= D ‘

Executive for Personmel
and Administration
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v C.I.G. ADMINISTRATIVE

ILLEGIB
25X1A

SATURDAY, SUNDAY & HOLIDAY DUTY,

o

1. CIG Administrative Order #9, dated 7 August 1946, subject:

2.  Effective immediately, Saturday, Sunday & Holiday duty will be

25X1A

perfermed by a duty officer and an assistant who will be detailed by

separate memoranda from time to time.

‘ ‘ 3. Duty officers and their assistants will be on duty from 0330 until

; © 1700 on Saturdays, Sundays & Holidays. The place of duty for the duty 25X1A
I » officer vwill be Room 2165, _ the assistant will

: ! » be in Room 2168. However, when the Secretary to the Director is present,

B ' the duty officer may take station in any other office of CIG and will be

notified by the Secretary when it is again necessary to take station in

Room 2165, o

‘ L. The‘duty officer will keep a signature list of all persons entering /2k5x1A
: © and leaving offices of CIG in B accept delivery of

-  classificd and unclassificd material, accept visitors to any office of CIG
1 | enswer all calls coming in to Room 2165, and will take such initial steps '
: - as mé:f be 'ap;;ropriate in any case; tlhen he deems it necessary, he will

nofii‘y the proper person relative to urgent matters so that action may be

haken. 'I‘hc primary function of the assistant to the duty officer will be

to prov:.cle necessary clerical and stenograph:.c assistance.

!
&
i
i
i
i

5. The Ass.l.stant Directors of Offices 5 Ch:.ef of ICAPS and Execu'bn_ve
" for P&A will submit to the Secretary to the Dlrector not later than 1200
hours on the Friday preg_e‘ding Saturday or Sunday duty, and not later than 1200
hours on. the day preceding a holiday tour of duty, a styand-by list of two
‘de_v:v duals who can be-contacted, together with their homc address and home
‘ .telephone- number “Vhere offices malntaa.n a full-time duty officer on

. oaturdays B .;unda\fs or Holidays, his name and tclephone number may be sub-

i m 'bmtned in licu of the -above. The becrctary to the Dlrector will then place
" these addresses'; in the duty officer's book which will also include a list 2BX1A
' oi,"éil persons e'ntering ‘offices on Saturdays, orie copy of CIGﬁ Administra'tive‘_ .

‘Order'-onc copy of CIG Sccurlty Revulatlons, RESTRICTED peav.:«)mm]~

rooters, a.nd necesse_ry telephone dlreCtOI‘le. - v , P B G
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¢ The duty officer or his assistant will report to the Secretary to

the Director, Room 2165, at 1600 hours on the Friday preceding Saturday and
Sunday duty or on the day preceding holiday duty to be briefed relative to
the use of telephones and to receive any special instructions relative to
the Dircctor's office,

Te Duty officers and assistanﬁs are authorized to exchange tours‘of
dutylwith other eppropriate personnel; however, responsibility rests with
the individual detailed to report to the Executive for P&A by 1200 hours on
Friday preceding the tour of duty the name of the person to relieve him,

25X1A
8e The duty officer will make a thorough security check at 1700 hours

or a2 oiticos o o [ e veve voon ronea g,

during the day in compliance with paragraph 10, Security Regulations, - CIG. -

Ary person who enters his office in the _ for

purposes of work on Saturdays, Sundays » or Holidays will notify the duty
officezf, who for se;:urity purposes, will list the arrivals and.departures
in the du’c;y officer's booke.

9« The duty officer's book will contain nothing higher than RESTRICTED
material and at the completion of each tour of duty, will be left on the
desk of the Secretary to the Director in Room 2165 after which the room will
be locked. All other classified material will be placed in the duty officert's
personal safe at 1700 hours on the day of duty and turned over to Centrai
Records for distribution by O8L5 the following norwmal work daye
20, ALl civilian personhej. Who are detailed for this duty will be
giwah compcnsatory.time off or will be paid overtime as elected by the

individual concerned consistent with Civil Service regulations.
‘ : 25X1A

olonel, AGD
Executive for Personnel
and Administration
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